EDUCATION

“New to Infinite Campus”
Training — Day 1

Deb Fredrickson — Watertown
Deb.Fredrickson@k12.sd.us

Martin Sieverding — Menno
Martin.Sieverding@k12.sd.us

Denise Cavigielli — Sioux Falls
Denise.Cavigielli@k12.sd.us

Theresa Crawford — Brookings
Theresa.Crawford@k12.sd.us

August 4,5,6, 2020
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Learning. Leadership. Service.

Step 1: Create School Year

Year | 14-15 |  School | Watertown High School % | Calendar | 14-15 Watertown High School % |
Index Search Help School Years
> Attendance Save Delete Mew
» Scheduling
» Faas Start Year End Year
» Grading & Standards 13-14 2013 2014
- 12-13 2012 2013
* Medicaid 1112 2011 2012
[ Flrograms 10-11 2010 201
) 09-10 2009 2010
» Ad Hoc Reporting
) School Year Datall
» Transcripts *Label Active
» User Communication 14-15 “
*Start Year *End Year
> Assessment 2014 2015
v System Administration Start Date End Date
08/0172014 [T 061102015 |7
» Attendance j j
* Auditing School Year [ 2 ] | Load Preference From Previous Year | | Reset Default Preference |
» Batch Queue Instructional Minutes Preference
v Calendar (¥ Exciude non-instructional periods
Calendar (@ Exclude non-instructional minutes
Calendar Wizard [# Exclude time gaps between periods
School Years School Day Minutes Preference
v Manaig W Exclude non-instructional periods
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Learning. Leadership. Service.

Step 2: Create New School Calendar

Check previous Calendar Use to create new calendar

ool | Campus High School * |
|  School | Campus High School |
=
Help 13-14 Campus ngh School Copy, Rollforward, or Create new Calendar-linked Data
Calendar Grade Levels Schedule Structure Torms Thiz wizard will v.falk you through the creation of new school calendars by rol
ds schedule names in the new calendar.
ote: Creating calendars is a database intensive procedure. It can take a lon
Save M Creati lendars is a database i | ed I ke a
Calendar ID School
190 546 Campus High School (schoollD:52) Edit Calendar Attributes for new Calendars Select Calendars to Roll
N MNurnb
ome " ] - Year (1516 = | 13-14 Campus Elem: 1
13-14 Campus High School _ - 13-14 Campus Elem: K
on *Start Date *End Date Summer Mame Template | [year]lschooiname] - 13-14 Campus Middle ¢
09/03/2013 5| D8/29/2014 7o) [ Numbar 13-14 Campus High Sc
i Student Day (instructional minutes) Teacher Day (minutes) Exclude 13-14 Campus K-8
ition 335 O “Start Date H 13-14 Alternative Learn
Whole Day Absence (minutes) Half Day Absence (minutes)  School C *End Date 1 13-14 Campus Univers
— i 12-13 Campus Middle !
320 120 ] !
Type Title 3 4 Day Sc 151; gmij: :_’gh =
| I: Instructional =l - - 12-13 5 Day Rotation
Require Student Assignment 12-13 Campus Univers
=) 12-13 Modified Block
CHTETE : 12-13 Multiple Terms
Wizard rolling O7M5/2013 O7:49 AR Campus Elem: 1 - 5
- Campus Elem: KG
| CTRL-click and SHIFT-c

[==]
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Learning. Leadership. Service.

Use Wizard to Roll Calendar

1dex Search Help

Grading & Standards
Medicaid
Programs
Ad Hoc Reporting
Transcripts
User Communication
Assessment
r System Administration
Attendance
Auditing
Batch Queue
* Calendar
Calendar
Calendar Wizard

School Years

i e

-

Copy, Rollforward, or Create new Calendar-linked Data

Thiz wizard will walk vou through the creation of new school calendars by rolling data forward, or copying an e
schedule names in the new calendar.
Mote: Creating calendars is a database intensive procedure. [t can take a long time to complete, and may slow

Edit Calendar Attributes for new Calendars Select Calendars to Raoll

13-14 Campus Elem: 1-5

Woar b B 13-14 Campus Elem: KG
Name Template | [year]ischoolname] : | 13-14 Campus Middle Schoo
Numbar 13-14 Campus High School
13-14 Campus K-8
*Start Date 0&01/2015 H 13-14 Alternative Learning Cen
“End Date _ 13-14 Campus University
06/10/2016 75| 12-13 Campus Middle Schoo

12-13 Campus High School
12-13 Campus K-8

12-13 5 Day Rotation
12-13 Campus University
12-13 Modified Block
12-13 Multiple Terms
Campus Elem: 1 -5
Campus Elem: KG

CTRL-click and SHIFT-click for multiple

| < Back || Mext = |

C
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Learning. Leadership. Service.

Give Yourself Rights!

School | Campus High Schoaol : |

ar| 13-14 =

fex Search Help
Iser -
Amin

Advanced Search

arch Results: 1 users

min, Chris employesa #300217
admini

User: admin1i
Person: Admin, Chris

Usar Account User Groups Tool Rights Calendar Rights Access Log
Mew Save Delete
Rights Editor
Mamme School
| Campus High School =
Year
[ 15-18 a0
Calendar
| 15-16 Campus High School : |
Modify Rights Close School Months
£ O

-
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DEPARTM EDUCATION

Calendar Set-Up

* Check each heading for content
 Make sure all grade levels needed are present
e Schedule Structure: Main (need something)

e Set your terms (we call ours terms, some
quarters, some trimesters) Need dates from
administration for this.




,\\ south dakota
\‘7 DEPARTMENT OF EDUCATION

Learning. Leadership. Service.

Help

an

Terms in Calendar

14-15 Watertown High School

Calendar Grade Levels Schedule Structure Terms Periods Days Cwerrides

Save Term Schedule/Terms Mew Term Schedule/Terms Delete Term Schedule/Terms

Term Schedule/Terms Editor

Terms

“Name *Sequence *Start Date *End Date
AR 1 0B/2002014 H 10/22/2014 o
w2 2 10/23/2014 [75]| 01/08/2015 [T
* 3 3 01092015 3 03M %2015 To
® 4 4 03/16/2015 75| 05/20/2015 75
| Add Term |

(o)
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Learning. Leadership. Service.

Periods in Calendar

uuuuuuu "o WM E W AN NN uET § NN W N N

ng Calendar Grade Levels Schedule Structure Terms Periods Days Overrides
Save Period Schedules Mew Pericd Schedule Delete Period Sched/Periods
& Standards
Period Schedule/Periods Editor
1
5
Reporting
s
mmunication
1ent *Name *Sequence Instructional Minutes School Day

o r ' 1 335 380
&dministration

endance
*Name *Sequence Start Time End Timme Lunch Time Mon-Instructicnal

ditin
g * o 1 OT:A5AM | OTS5AM | O [E]
teh Queue * 1 2 08:00 AM | 0B:55 AM 0 ]
lendar > 2 3 09:00 AM 09:55 AM ¥ ]
Calendar bk 4 10:00 AM 10:55 AM 0 OJ
Calendar Wizard }( 4 ] 11:00 AM 12:30 PM 30 |:|
School Years w5 6 12:35 PM 01:30 PM 0 (]
* |6 7 01:35 PM 02:30 PM o (]

nsus
Y +i -] 928 DR AN DA (3] Id

(o]
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DEPARTM EDUCATION

Day Reset

* Once you have terms and periods, you need to
do a Day Reset

* Do not be concerned about the warning—it
needs to be done!

* Here is where you should set the calendar to
the actual start day, first day of school.
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Learning. Leadership. Service.

Day Reset

s]ar | 15-16 | School | Campus High School + |

dex Search Help Auto Create Calendar Days
sScneauling Day Reset

Thiz tool will generate a Day record for each day in the Calendar. If your calendar
Fees dates are year-round, or larger than the days yvou need to track, enter a smaller date

range to only create Day records for days that have instructional meaning for this

Grading & Standards Schedule Structure. If this function iz performed on an existing calendar, all days and

Medicaid day events will be lost outside the range you choose (Unless you choose 'Fill Missing
Days Only').
Programs *Start Date
Ad Hoc Reporting 08/20/2015 "o
T iot _'E nd Date )
ranscripts 05/26/2016 H
User Communication Duration
Assessment o
Fill Mizsing Days Only
System Administration E]
Attendance M[%" T[UE]E Wéd T[I%J Sat Sun
[ [
Auditing

Batch Queus

| Create Days |
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doe.sd.gov



,\\ south dakota
\‘7 DEPARTMENT OF EDUCATION

Learning. Leadership. Service.

Index Search
» SCheaulng
r Faas

» Grading & Standards
» Medicaid
» Programs
» Ad Hoc Reporting
» Transcripts
» User Communication
= Assessment
v System Administration
= Attendance
» Auditing
= Batch Queue

r Calendar

L A )

Help

Calendar Days
15-16 Campus High School

Calendar Grade Levels Schedule Structure Terms

Day Reset Print Multi Day Event

<< August 2015 >>

Sun | Mon | Tue | Wed | Thu | Fri | Sat

01

0z 03 04 05 06 or | OB

s 10 11 12 13 14 15

16 17 18 19 20 21 22

23 24 25 26 27 28 | 28
30 3

= Fusnt nn thie Mo
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Learning. Leadership. Service.

Enrollment Roll Forward

Index Search Help
Lockers

Medicaid

Messenger

PLP

Paortal

Preferences

Resources

School Choice

Special Ed

* Student

Enroliment Cleanup Wizard
Enrollment End Batch
Enroliment Roll Forward
Photo Export
Photo Import
Report Comments Batch

Student Portfolio

Surveys

Transpaortation

User Security

DEIETT DOUNTE Walenaans

DEECT ITETL DTS

15-16 Campus High School
13-14 Campus Elem: 1-5
13-14 Campus Elem: KG
13-14 Campus Middle School
13-14 Campus High School
13-14 Campus K-8

13-14 Alternative Learning Cen
13-14 Campus University
12-13 Campus Middle School
12-13 Campus High School
12-13 Campus K-8

12-13 5 Day Rotation

12-13 Campus University
12-13 Medified Block

12-13 Multiple Terms

CTRL-click and SHIFT-click for multiple

E} Select Source Grades

| 00: Current Student

{OPTIONAL)
Select Destination Calendar

| ==
Select Destination Grade

Select Destination Structure

L =

Start Date Override

If school days for the next school year
have been finalized and Calendar Days
have been set, this date does not have to
be enterad.

o1 Joz (o3 o4
[(Jo5 [Jog [ o7 Mo
WMoa 10 W11 12

[KG [ |PK

'.;.' Source Ad Hoc Student Filter

0B/20/2015 3

[ | Allow Duplicate Primary Enrollments

Source Service Type

@ Primary

E] Fartial

E] Special Ed Services

@ Totals Only
@ Show Warnings

@ Include students whose enrollments
end on the last day of the last term

[ RUN TEST | [ RUN |

12
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DEPARTM EDUCATION

Enrollment Roll Forward

 There is no limit to the number of times you
can roll students

 Make sure as students leave, you end their
enrollments (do not delete)

* After all enrollments are done (usually
summer), clean up enrollments with
enrollment cleanup wizard (system
admin/student)




EDUCATION

Course/Section Set Up

 Make sure all courses needed are present
* Do a search, course section in pull-down

Dis l-FIrfI

mpl.-s

Year | 15-16 +| School | C
Index Search Help
Course fSection

Advanced Search

Search Results: 91 Courses
= 120051 Algebra |

= 120052 Algebra |

= 130051 Geometry

» 130052 Geometry

= 140031 Trigonometry

= 140052 Trigonometry

doe.sd.gov
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Learning. Leadership. Service.

Course Settings

Course Sections Grading Tasks Standards Composite Grading Course Rules Fees Build Const
ction :
Save Delete
CourselD 22835 Course Master Linked
Advanced Search *Number *Mame Standards-based  Active
h20081 Algebra | O o
Subject Type

ults: 91 Courses I -

State Code Department
lgebra | | Mathematics =
oper, Helen Rrm:260 Schedule Load Priority  Max Students Terms Schedules Pericds  Sections to Build

o
an, William Fm:260 2 1 1 &
- GPA Weight i " '

38, Frank Am:270 g BE"”* Paints Transcript Required

1 O + W
mbine, Andrew Rm:290 Type
ing, Anna Rm:280 | E:Elective
oper, Helen Brm:220 imi"'w -
58, Frank Rm:260 Homercom  Allow student requests Allow teacher requests/recommendations Repeatable  Attendance  Unit Attendance
'ens, Ruth Rm:270 OJ ™ OJ ] ) 0

Online Learnin
Tirez, Edward Rm:280 S— 9
unm, William Rm:550 Comments
Igebra |
ieometry
ieometry = Description
Haonomet Description

g ry Cu_tting and pasting from third party products, e.g., Microsoft Word, is not recommended.

. =m
doe.sd.gov
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DEPARTM EDUCATION

Course Settings

e Set from left to right on the heading

* Sections: check to see right number of
sections, correct teacher

* Grading tasks: Make sure these are set—
teachers will be lost without them (be
especially careful of changes or additions)

* Grading tasks (choose default score group for
teachers) This is one area | see a lot of errors
in. Cannot mix grading scales in a course!




EDUCATION

Course Set Up

e Standards: depends on school
— Can use built in standards

— Can write your own (Watertown has as “l can
statements”

— Leave grading/posting open all term or just at
end?

— Lots of work to do on back side to get set up

1
doe.sd.gov
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EDUCATION

Course Set Up Cont.

 Composite Grading: Admin set or teacher?

— Works either way, but help staff set up if their
choice so they understand what they want Vs.
what they say

* Course rules are for scheduling—may or may
not have them

* Fees: if you use them, add them here
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Learning. Leadership. Service.

Section Set U

 Click on a section name

15-16 * | School | Campus High S5chool * |

Search Help

ar

se/5ection

Advanced Search

1 Results: 91 Courses

151 Algebra |

1) Cooper, Helen Rm:260
2} Dunn, William Fm:260

3) Ross, Frank Am:270

4) Gombine, Andrew Hm:290
5) Young, Anna Hm:280

5) Gooper, Helen Fm:220
7} Ross, Frank Am:280

g) Owens, Ruth Bm:270

3) Ramirez, Edward Rm:280
10) Dunn, William Rrm:550
JS2 Algebra |

151 Geometry

152 Geometry

151 Trigonometry

120051-1 Algebra |

Teacher: Cooper, Helen

Section Staff History Roster Attendance
Save Delete
202643
“Section Number Teacher Display Name
i Cooper, Helen
Max Students Lunch Count Milk Count Adult Count
(30) - - L]
Room Skinny Seq Homeroom
[ 260 :)| J
Online Learning (Cverride)
| <0
Primary Teacher
Cooper, Helen

2
3
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EDUCATION

Section Set Up

* Notice the setting—check marks for terms
very important

* Options: Lunch count, display name (will
show in portal and on report cards), room
number, skinny sequence, new—online over-
ride, max number students

doe.sd.gov
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EDUCATION

Section Set Up

e Staff history—use for new instructor or to add
more (inclusion, team teaching, student
teachers, Multi-district, etc)

* Grading by task and grading by student—can
nelp staff here with posting if need be

 Roster—shows who is in the course
e Roster Set-up tab (use until school starts)

* Roster Copy can be your best friend
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User Groups

 Why have user groups?
— Giving calendar rights
— Helpful in scheduling
— This can save you TIME!

— Use the groups to build Ad Hoc reports for staff

* Always make yourself a copy and save it to your
account

— Edit and view rights
— Membership summary

')l
doe.sd.gov
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Groups

* Never remove people from Campus

— Only remove their rights

* Are you a Campus Administrator?
— Add yourself to the groups
— Refresh your rights after each update

2
doe.sd.gov
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Learning. Leadership. Service.

User Security

User Groups
User groups can be used to consistently assign rights across the district.

* Under System Administration, User Security, User Groups, select Create a New User Group
* On the Tool Rights tab, select the appropriate user tools

Calendar Rights

Calendar rights determine the schools and years a user or group of users can see. These should
be assigned to a group that does not have tool rights

* Assign the appropriate calendar year and school on the Calendar Rights tab. The modify
checkbox determines read or inquiry only rights for the specified calendar.

User Accounts

User accounts can only be created after a person record has been created. Each user should be
assigned to the appropriate tool groups and calendar groups.

ae:

doe.sd.gov


https://community.infinitecampus.com/kb/display/DOC/User+Groups
https://community.infinitecampus.com/kb/pages/viewpage.action?pageId=3310449
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Learning. Leadership. Service.

Simple Ad Hoc Reports
* What is an Ad Hoc?

dex Search Help Ad Hoc Filter Designer
Instruction This wizard will walk you through the creaticn of a new filter. Filters can be created using the Query wizard, selection editor or a pass-through SQL Q
Census input to a report.
Behavior
Health Saved Filter
Create New
Attendance ¥ ﬁ Campus Administrators
Scheduling Filter Type Data Type
Fees ~ ) —~
) Query Wizard 2 Student
Grading & Standards (") Selection Editor O
Medicaid | Pass-through SQL Query | Course/Section
Programs | Create |

r Ad Hoc Reporting
Filter Designer
Data Viewer
Letter Designer
Letter Builder
Data Export
Data Analysis

Batch Queue

Transcripts

N Search Edit Test Copy Delete Export
User Communication : B s
Assessment | Create a new Folder |

27
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EDUCATION

Ad Hoc (Simple)

Simple Query that allows you to pull
information out of Campus

Robust or as simple as you need
Save to your account or save to groups

Understanding the data base

— Easier said than done, patience and
experimentation

2
doe.sd.gov
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Ad Hoc

 Samples Watertown Uses:
— nurses
— Beginning year picture lists for vendors
— Ethnicity

— Lists for elementary admin assistants (school
reach, perfect attendance, etc)

— Student list for ICU Database
— Attendance desk for school reach calls
— ETC, too many to mention

2
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COVID-19 Calendars

* Can adistrict choose to create a separate calendar within an already existing school to house
their students who are choosing to attend virtually? A: Yes. A district utilizing Distance
Learning options 1, 3, or 4 for the 2020-21 school year (see
https://doe.sd.gov/coronavirus/documents/SupportingStudents.pdf) can create an additional
calendar within an already existing school. To provide consistency throughout the state, the
DOE is asking for districts to name these new calendars as follows: Calendar Name = Name of
School C-19 Virtual (Example = Carthage Elem C-19 Virtual)

F%ﬂ-d?-" District Edition  Sandbox Test “e

Year |20-21 ~|  School | Carthage Elem v

Index Search carthﬂge Elem

Calendar Grade Leve

* Can adistrict create one calendar to house all students (K-12) who are attending virtually?
A: No. Districts must utilize their existing school structure and create separate virtual
calendars for each attendance center. (Example: Elementary, Middle School, High School).

»  Starting Well 2020: https://doe.sd.gov/coronavirus/startingwell.aspx

doe.sd.gov



